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FAIL  SEiMSSTER 
1975 


August  26-27 
Tuesday-Uednesday 

August  2C-29 
Tliursday-ITriday 

September  2 
Tuesday 

September  8 
Monday 


Freshman  and  Transfer  Orientation 


Ilesistration 


Glasses  begin 


Last  day  to  change  course  schedule. 
Deadline  for  payment  of  all  fees. 


October  15 
IJednesday 


October  20 

lionday 

November  27 -2C 
Thursday-Friday 

Becember  5 
Friday 


December  12 
Friday 

December  13-20 
Saturday-Saturday 
(including  Sat.  exams) 

December  31 
Wednesday 


Last  day  to  drop  a  course  without  an 
NG  bein3  recorded.  Last  day  to 
apply  for  December  graduation. 


Midpoint   in  Fall  Semester 


Thanksgiving  Recess 


Last  day  for  graduate  students  to 

turn  In  approved  Theses  and  Dissertations, 


Reading  Bay 


Final  Escanitiations 


Semester  officially  ends 


SPUING  SEl-ESTEn 
1976 


January  9-10 
Friday-Saturday 

January  12 

Monday 

January  16 
Friday 


February 


February  23 
t'londay 

tiarch  1 
Monday 

mrch  15-19 
Monday -Friday 

April  5 
Monday 


April  27 
Tuesday 

April  2G-i^y  5 
Wednesday -Uednesday 
(including  Sat,  exams) 

May  7 
Friday 


Registration 
Classes  begin 


Last  day  to  change  course  schedule. 
Deadline  for  pajTment  of  all  fees. 


Founders'  Day 


Last  day  to  apply  for  14ay  graduation. 


Mdpoint  in  Spring  Semester 


Spring  Recess 


Last  day  for  graduate  students  to 

turn  in  approved  Theses  and  Dissertations, 


Reading  Day 


Final  Examinations 


Commencement 
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ADMINISTRATIVE  ORGANIZATION 


DIRECTOR: 


Olin  B.    Sansbury,    Jr. 
Administration  Building 
Ext.   200 


DEAN  FOR  ACADEMIC 
AFFAIRS: 


Ronald  G.    Eaglin 

Ross  Building,    Rodeway,    Room  217 

Ext.   280 


DEAN  FOR 
ADMINISTRATION: 


Ted  R.    Eilenberg 

Administration  Building,   Room  205 

Ext.   202 


DEAN  FOR  STUDENT 
AFFAIRS: 


J.    Thomas  Davis,    III 
Hodge  Center,    Room  213 
Ext.   228 


DIRECTOR,   INFORMATION 
SERVICES 


Doyle  W.    Boggs 

Ross  Building,    Rodeway 

Ext. 


ATHLETIC  DIRECTOR: 


Joseph  W.    Bowman 
Hodge  Center 
Ext.   222 


LIBRARIAN: 


Robert  A.   Perrin 
Administration  Building 
Ext.   210 


REGISTRAR: 


Eric  S.  Jolly 
Hodge  Center 
Ext.   220 


ADMISSIONS  OFFICER: 


Paul  T.  Mack 
Hodge  Center 
Ext.   247 


DIRECTOR,    INSTRUCTIONAL 
SERVICES: 


Lou  Konen 

Ross  Building,    Rodeway 

Ext.  281 


DIRECTOR,    CONTINUING 
EDUCATION: 


William  G.    Kissell 
Ross  Building,    Rodeway 
Ext.  280 


DIRECTOR,    FINANCIAL 
AID  AND  VETERANS 
AFFAIRS: 


Albert  W.   Gray 
Hodge  Center 
Ext.    226 


DIRECTOR,    COUNSELING 
AND  PLACEMENT: 


Anthony  V.  Pappas 
Hodge  Center 
Ext.  228 


BUSINESS  MANAGER: 


Robert  A.  Connelly,  Jr. 
Administration  Building 
Ext.   230 


CHIEF  OF  MAINTENANCE: 


W.   Rivers  Hall 
Ho'dge  Center 
Ext.    300 


(. 


SPARTANBURG  REGIONAL  CAMPUS 
UNIVERSITY  OF  SOUTH  CAROLINA 

FACULTY  COMMITTEE  STRUCTURE 
Revised 
Septercber  18,  1974 

GENERAL 


Terms .   --Terms  of  all  appointed  and  elected  members  will  run 
for  two  years  beginning  in  the  first  full  month  of  the  academic 
year,  unless  specified  otherwise.   No  member  may  succeed  himself 
as  a  member  of  the  same  committee.   No  faculty  member  may  at  one 
time  serve  as  a  voting  member  on  more  than  two  standing  Faculty 
committees . 

Ex-officio  members.   --All  ex-of f icio  mem.bers  will  serve 
permanently.   Ex-officio  members  are  not  considered  to  be  members 
of  a  committee  in  so  far  as  computing  their  maximum  of  two 
committee  assignments  is  concerned.   The  nature  of  being  an 
ex-officio  member  of  a  committee  is  that  of  an  advisory  capacity. 
The  ex-officio  member  should  make  available  to  the  committee 
his  knowledge  and  expertise  in  the  matters  which  the  comm.ittee 
considers;  he  is  not  empov/ered  with  a  vote,  except  as  noted, 
in  the  decisions  of  the  committee.  He  should  not  attempt  in  any 
way  to  exercise  control  in  the  decisions  of  the  committee  except 
at  the  request  of  the  committee.   An  ex-officio  member  of  a 
committee  cannot  be  elected  chairman  of  a  committee  since  his 
membership  is  in  an  advisory  capacity  only.   This  provision  is 
in  accord  with  an  ex-officio  member's  not  having  voting  rights, 
since  the  chairman  of  a  com.mittee  is  normally  allowed  to  vote 
in  case  of  a  tie.   The  Director  is  an  ex-officio  member  of  all 
committees  and  will  not  be  listed  as  such  separately. 
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Chairman .   --Each  committee  will  elect  its  own  chairman 
annually  during  the  first  full  month  of  the  academic  year,  unless 
specified  otherwise.   The  chairman  will  vote  only  in  case  of  a 
tie.   A  faculty  member  may  chair  only  one  committee. 

Vacancies .   --Vacancies  in  committee  membership  caused  by 
unexpired  terms  will  be  filled  by  appointinent  or  election  in 
accordance  with  the  means  by  which  the  position  originally  was 
filled. 

Appointments .   --All  appointments  to  committees  will  be  made 
by  the  Director. 

Responsibility .  --Committee  chairmen  will  report  all  committe 
actions  and  recommendations  in  writing  to  the  Faculty.  All  committ 
actions  are  advisory  until  confirmed  by  the  Director. 

Elections .   --All  elections  will  be  made  by  majority  vote  of 
the  Faculty  after  due  notice  of  the  election  has  been  given. 

S  cope .   --It  is  understood  that  the  duties  of  committees  and 
their  constituent  personnel  are  drawn  from  and  limited  to  the 
Spartanburg  Regional  Campus,  except  where  noted  otherwise. 

names  of  standing  committees.   --Academic  Affairs,  Student 
Financial  Aids,  Student  Affairs,  Admissions  and  Petitions,  Library, 
Cultural  Affairs,  Faculty  Advisory,  Academic  Senate,  University 
Publications  Board,  Faculty  Welfare,  Athletic  Advisory  and  Faciliti 
Utilization  and  Planning. 

Implementation .   --New  committees  will  be  activated  as  deemed 
necessary  and  approved  by  the  Faculty.   Changes  in  -continuing 
committees  vrill  be  made  in  the  month  in  which  the  terms  of  their 
members  are  scheduled  to  begin.   In  order  to  fill  committees  in  the 
first  year,  it  will  be  necessary  to  appoint  and  elect  some  members 
for  one  year  terms  only.  9/74 


-  3  - 

ACADEMIC  AFFAIRS 

Consists  of  eight  voting  members:   six  faculty  members, 
three  appointed  and  three  elected,  and  two  students  appointed 
annually  by  the  Director  from  a  list  of  nominations  submitted  by 
the  Student  Government  Association.   The  faculty  members  of  the 
committee  shall  be  broadly  representative  of  the  academic 
disciplines.   In  alternate  years  the  faculty  members  shall  be 
selected  as  follows: 

First  year:   two  appointed  and  one  elected 

Second  year:   one  appointed  and  two  elected 
Ex-of f icio  members  are  the  Associate  Director  for  Academic  Affairs 
the  Head  Librarian,  and  the  Coordinator  for  Continuing  Education. 

Duties .   --To  consider  and  recommend  to  the  Faculty  action 
on  all  requests  for  addition  or  deletion  of  courses.   To  review 
the  various  curricula  of  the  Regional  Campus  with  special  attentic 
to  duplication  or  obsolescence  of  courses.   To  consider  matters 
concerning  academic  requirements  and  standards,  and  review  current 
policies  and  practices  for  the  purpose  of  making  recommendations 
for  changes  therein  to  the  Faculty.   To  consider  problems  of 
students  who  seek  relief  from  Regional  Campus  and  University 
scholastic  regulations  or  v?ho  feel  an  injustice  has  been  done  them 
in  their  academic  work.   To  advise  the  Assistant  Director  for 
Student  Affairs  regarding  the  academic  aspects  of  orientation. 

9/74 
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Student  Financial  Aids 

Consists  of  six  elected  faculty  members,  broadly  representativ 
of  the  academic  disciplines  and  three  student  representatives 
appointed  annually  by  the  Director  from  nominations  submitted  by 
the  Sutdent  Government  Association.   The  Financial  Aids  Officer 
is  an  ex-of f icio  member. 

Duties .   --To  recommend  to  the  Faculty  the  basis  on  which 
scholarships  and  loans  v;ill  be  granted.   A  sub-committee  composed 
of  the  faculty  members  of  the  committee  shall  award  the  scholar- 
ships and  review  and  approve  the  allocation  of  funds  awarded  by 
the  Student  Financial  Aids  Officer.   The  Student  Financial  Aids 
Officer  shall  inform  the  sub-committee  (prior  to  the  awarding 
date)  of  the  scholarships  and  other  financial  aids  available. 


9/74 
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STUDENT  AFFAIRS 

Consists  of  four  elected  voting  faculty  members  broadly 
representative  of  the  academic  disciplines,  and  three  voting 
student  members.   Student  members  are  appointed  annually  by  the 
Director  from  nominations  submitted  by  the  Student  Government 
Association.   Two  faculty  members  are  elected  each  year.   Ex-of f ic 
members  are  the  President  of  the  Student  Body  and  the  Assistant 
Director  for  Student  Affairs.   The  Assistant  Director  for  Student 
Affairs  will  serve  as  secretary  of  the  Student  Affairs  Committee. 
He  may  not  serve  as  a  member  of  an  Honor  Court. 

Duties .   --To  enforce  the  discipline  policy  of  the  Regional 
Campus  with  regard  to  academic  infractions  as  well  as  other  mis- 
conduct, and  to  examine  the  administration  of  discipline.   To 
formulate  recommendations  concerning  the  allocation  of  disciplinar 
responsibilities.   To  consider  Regional  Campus  policies  regarding 
registration  and  orientation,  and  make  recommendations  to  the 
Assistant  Director  for  Student  Affairs.   To  recommend  to  the 
Faculty,  Regional  Campus  policy  toward  extra-curricular  student 
activities.   To  make  recommendations  to  the  Director  regarding 
the  expenditure  of  student  activity  fees  based  on  the  recommended 
budgets  approved  by  the  Student  Government  Association. 

Honor  Court.   --V7hen  charges  are  brought  against  a  student 
for  academic  or  other  infractions,  an  Honor  Court  will  be  appointe 
by  the  committee  chairman  to  determine  guilt.   The  Honor  Court 
will  consist  of  three  faculty  members  and  two  student  members  of 
the  Student  Affairs  committee.   In  appointing  the  Faculty  members 
of  the  Court,  the  Chairman  is  not  restricted  to  the  mem.bership  of 
the  Student  Affairs  committee.  9/74  •• 
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The  Assistant  Director  for  Student  Affairs  will  sit  as  an  observer 
on  the  Honor  Court.   When  a  student  is  charged  with  an  academic 
infraction,  the  Honor  Court  v;ill  include  a  faculty  member  from 
the  academic  area  where  the  incident  took  place.   The  Honor  Court 
will  follow  the  trial  procedure  specified  in  the  Student  Handbook. 
The  decision  of  the  Honor  Court  may  be  reached  vrith  four  members 
concurring.   Decisions  and  recommendations  concerning  sanctions 
will  be  reported  in  writing  immediately  to  the  Assistant  Director 
for  Student  Affairs  who  will  assign  appropriate  penalties  as 
provided  in  the  Student  Handbook. 
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ADMISSIONS  AND  PETITIONS 

Consists  of  six  voting  faculty  members,  three  appointed  and 
three  elected.   In  alternating  years  the  members  will  be  determine* 
as  follows : 

First  year:   two  elected  and  one  appointed 

Second  year:   one  elected  and  two  appointed 
The  Admissions  Officer  and  the  Assistant  Director  for  Educational 
Services  are  ex-of f icio  members.   The  Admissions  Officer  is  to 
serve  as  committee  secretary.   The  Committee  may  establish  special 
procedures  for  reviewing  applicants  during  summer  terms. 

Duties .   --To  consider  Regional  Campus  admissions  policies 
within  University  guidelines  and  to  recommend  to  the  Faculty 
and  the  Director  any  broad  modification  as  it  may  deem  advisable. 
To  suspend  normal  entrance  and  continuation  requirements  for 
individual  students,  as  permitted  by  Regional  Campus  and 
University  guidelines. 
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LIBRARY 


Consists  of  nine  voting  members:  six  faculty  members,  three 
appointed  and  three  elected,  broadly  representative  of  the  academ: 
disciplines;  and  three  student  members  appointed  annually  by  the 
Director  from  nominations  submitted  by  the  Student  Governm.ent 
Association.   The  Associate  Director  for  Academic  Affairs,  the 
Head  Librarian  and  the  representative ( s)  to  the  Regional  Campus 
Faculty  Senate   Intra-University  Services  and  Communications 
Committee  are  ex-of f icio  members.   In  alternating  years  the 
faculty  members  shall  be  selected  as  follows: 

First  year:   two  elected  and  one  appointed 

Second  year:   one  elected  and  two  appointed 

Duties .   --To  make  recommendations  on  matters  of  library 
policy . 
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CULTURAL  AFFAIRS 

Consists  of  seven  voting  members,  four  elected  faculty 
members  and  three  students.   The  students  are  appointed  annually 
by  the  Director  from  nominations  submitted  by  the  Student 
Government  Association.   Two  faculty  members  are  elected  each 
year,  one  to  the  position  of  vice-chairman.   The  vice-chairman 
vTill  serve  as  the  Regional  Campus  Representative  to  the  Arts 
Council  of  Spartanburg  County.   The  vice-chairman  assumes  the 
chairmanship  in  the  second  year  of  his  two-year  term.   Ex-of f icio 
members  are  the  Assistant  Director  for  Student  Affairs  and  the 
Public  Information  Officer. 

Duties .   --The  committee  will  plan  a  convocations  series 
and  other  cultural  enrichment  programs.   The  Assistant  Director 
for  Student  Affairs  will  be  responsible  for  contractual  matters, 
the  administration  and  implementation  of  the  programs,  and  forward 
all  information  concerning  cultural  programs  to  the  chairman  of 
the  committee.   The  Director  of  Public  Information  v/ill  publicize 
the  programs . 
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FACULTY  ADVISORY 


Consists  of  the  elected  chairmen  of  all  standing  committees 
and  the  Faculty  Secretary.   The  Associate  Director  for  Academic 
Affairs  v-^ill  be  an  ex-ct  f  f  icio  member.   It  normally  will  meet 
in  the  interval  between  regular  monthly  Faculty  meetings.   The 
chairman  will  be  the  Faculty  Secretary.   It  is  to  be  understood 
that  membe  rship  tn  the  Faculty  Advisory  Committee  is  a  part  of  the 
duties  cf    ^11  ccinmittee  chairmen  and  that  this  committee  assign- 
ment does  not  count  in  computing  the  maximum  cf  two  committee 
assignments  for  each  faculty  member. 

Duties .   --To  study  and  report  on  matters  which  may  be 
referred  to  it  Ijy  the  Faculty  or  the  Director,  or  which  the 
committee  may  vjj.sh    to  bring  to  the  attention  of  the  Faculty, 
and  to  recommend  what  action,  if  any,  should  be  taken.   It  must 
present  to  the  Faculty  a  slate  cf  nominees  for  regular  elective 
vacancies  on  committees  at  appropriate  times,  and  it  must  present 
to  the  Direct^r  a  similar  slate  of  nominees  for  appointive 
vacancies  on  <:ommittees  at  appropriate  times. 


9/74 


0 


-  11  - 

REGIONAL  CAMPUS  FACULTY  SENATE 

Delegation  consists  of  the  number  of  faculty  members  as 
prescribed  in  the  Rules  of  The  Regional  Campus  Faculty  Senate.^ 
The  Faculty  Secretary  shall  automatically  be  one  member  of  the 
delegation.   Other  members  are  elected  during  the  first  full 
month  of  the  academic  year  to  staggered  three-year  terms.** 
The  delegation  may  choose  its  own  chairman. 

Duties .   --To  represent  the  Spartanburg  Regional  Campus 
in  the  Regional  Campus  Faculty  Senate  and  to  report  its 
decisions,  in  writing  to  the  Director  and  to  the  Faculty  where 
appropriate . 


*1971  Regional  Campus  Faculty  Senate  Membership  Rule:   There 
shall  be  a  minimum,  of  three  senators  from  each  regional  campus. 
There  shall  be  one  additional  senator  for  every  100  FTE's  above 
200.   The  total  number  of  senators  from  any  regional  campus  shal 
not  exceed  five. 


**One-third  of  the  members  should  be  elected  each  year.   If  an 
extra  member  is  required,  he  will  be  elected  in  years  divisible 
by  three . 


9/74 


0 


-  12  - 


UNIVERSITY  PUBLICATIONS  BOARD 


Consists  of  nine  voting  members;  five  faculty  members,  three 
elected  and  two  appointed,  and  four  students  appointed  annually 
by  the  Director  from  nominations  submitted  by  the  Student 
Government  Association.   In  alternating  years  the  faculty  members 
are  selected  as  follows: 

First  year:   one  appointed  and  two  elected. 

Second  year:   one  appointed  and  one  elected. 
The  Assistant  Director  for  Student  Affairs  is  an  ex-of f icio  member 

Duties .   --To  nominate  student  editors  for  all  student 
publications.   Editorial  appointments  are  for  one  year.   To 
recommend  the  termination  of  an  appointment  should  an  editor  fail 
to  perform  his  duties  in  a  suitable  manner.   To  make  recommendatio 
to  the  Student  Government  Association  and  the  Director  concerning 
budgets  for  USC-S  publications,  including  salaries  to  be  paid 
editors.   To  develop  and  recommend  to  the  Director  publication 
policies.   To  select  faculty  advisors  for  all  publications. 
To  encourage  the  development  of  publications  which  will  enhance 
the  USC-S  educational  and  extra-curricular  program^s. 
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FACULTY  WELFARE 


Consists  of  six  voting  full-time  faculty  members,  three 
elected  each  year,  without  regard  to  academic  rank.   The 
representative (s)  to  the  Regional  Campus  Faculty  Senate  Rights 
and  Responsibilities  Committee  is  an  ex-of f icio  member. 

Duties .   --To  communicate  to  the  appropriate  administrative 
official  in  the  form  of  suggestions  the  desires  of  faculty  members 
pertaining  to  faculty  welfare.   To  serve  as  a  medium  through  which 
the  faculty  may  sugg^est  changes  and  modifications  or  make  their 
thoughts  relating  to  faculty  welfare  known.   Areas  of  committee 
concern  apply  to  the  faculty  as  a  whole  rather  than  to  individuals 
and  include  but  are  not  restricted  to: 

a.  Fringe  benefits,  rank,  and  salary  ranges  within  the 
University  system 

b.  Policies  regarding  teaching  load 

c.  Conduct  and  professional  ethics 

d.  General  facultv  morale. 
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ATHLETIC  ADVISORY 

Consists  of  six  voting  members:   four  faculty  members,  two 
appointed  and  two  elected,  and  two  student  members  appointed 
annually  by  the  Director  from  nominations  submitted  by  the 
Student  Government  Association.   One  faculty  member  shall  be 
appointed  and  one  elected  each  year.   The  Athletic  Director  is  an 
ex-of f icio  member. 

Duties .   --To  rule  on  all  questions  of  eligibility.   To 
develop  a  philosophy  regarding  the  athletic  program  and  the 
scheduling  of  athletic  events.   To  determine  conference 
affiliations . 
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FACILITIES  UTILIZATION  AND  PLANNING 

Consists  of  three  or  more  voting  members:*   two  elected 
faculty  members  and  one  student  member  appointed  by  the  Director 
from  nominations  submitted  by  the  Student  Government  Association. 
The  faculty  members  shall  be  elected  for  staggered  terms  and  may 
succeed  themselves  for  one  term.   A.dditional  faculty,  students, 
or  other  members  may  be  appointed  by  the  Director  with  consent 
of  the  faculty.   Expansion  of  the  committee  as  provided  above  is 
appropriate  when  special  projects  or  space  utilization  problems 
are  being  considered.   The  Associate  Director  for  Academic  Affairs 
and  the  Assistant  Director  for  Educational  Services  are  ex-of f icio 
members . 

Duties .   --To  advise  the  administration  on  the  allocation  of 
f acilities--buildings  and  grounds--and  on  the  planning  of  nev; 
facilities.   Matters  should  be  submitted  to  this  committee  through 
the  Director  or  through  the  Welfare  Committee. 


*The  Faculty  Secretary  will  specify  the  total  number  after 
consulting  with  the  Director  and  the  Division  Coordinators  on 
the  anticipated  work  load  of  the  Committee  for  the  year.   The 
Director's  appointments  should  be  compatible  with  the  anticipated 
tasks  of  the  Committee  during  its  upcoming  year. 
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FACULTY  SECRETARY 

The  office  of  Faculty  Secretary  shall  be  filled  by  one 
faculty  member  elected  annually  at  the  last  faculty  meeting  of 
the  academic  year.   He  may  be  re-elected. 

Duties .   --To  serve  as  presiding  officer  of  the  faculty. 
The  agenda  will  be  prepared  by  the  Faculty  Secretary  at  least  three 
days  prior  to  Faculty  meeting  and  circulated  to  the  faculty. 
Faculty  members  may  contribute  to  the  agenda  by  submitting  items 
to  the  Faculty  Secretary  at  least  three  days  prior  to  the  meeting. 
The  agenda  may  include: 

a.  forthcoming  elections  to  committees,  when  pertinent; 

b.  statements  from  the  Director  on  major  policy; 

c.  reports  of  standing  and  temporary  committees; 

d.  old  business; 

e.  new  business,  including  matters  raised  from  the  floor. 
To  notify  Faculty  members  in  writing  of  all  regular  and  called 
meetings  at  least  three  days  prior  to  the  meeting  date. 
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RECORDING  SECRETARY 


The  office  of  Recording  Secretary  shall  be  filled  by  one 
faculty  member  elected  annually  at  the  last  faculty  meeting  of 
the  academic  year.   He  may  be  re-elected. 

Duties .   --To  record  and  distribute  to  the  members  of  the 
Faculty  the  written  pinutes  of  its  meetings.   To  search  the 
minutes  of  Faculty  meetings  and  annually  publish  a  summary  of 
Faculty  actions . 
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UNIVERSITY  MARSHAL 

The  office  of  University  Marshal  shall  be  an  elected  position 
filled  by  a  faculty  member.   He  is  elected  for  a  tv;o-year  term 
and  may  be  re-elected. 

Duties .   --To  see  that  the  ceremonial  programs  of  USC-S 
run  smoothly,  specifically  to  include  the  follo\i7ing:   (1)  To 
instruct  Student  Marshals  in  methods  of  accommodating  an  audience 
and  to  x-zork  out  an  ushering  plan-f or-the-year  with  the  Student 
Marshals.   (2)  To  make  seating  arrangements,  including  platform 
seating,  for  all  ceremonial  programs,  and  to  prepare  a  processiona: 
line-up  hand-out  for  the  faculty  mem.bers.   (3)  To  lead  the 
processional  march  on  ceremonial  occasions. 
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COIMETTEE  CmiRI^iEK 
1974-75 

Academic  Affairs:  Guy  Jacobsohn 

Student  Financial  Aids:  Bill  Reitmeier 

Student  Affairs:  Joe  Boxmaan 

Admissions  and  Petitions:  Lou  Konen 

Library:  Jim  Sloan 

Cultural  Affairs:  Nancy  Babb 

Faculty  Advisory:  Garoljm  Wynn 

Regional  Campus  Senate:  Conway  Henderson 

University  Publications  Board:  Mike  Dressman 

Faculty  Welfare:  Dane  Russo 

Athletic  Advisory:  Virginia  Smith 

Facilities  Utilisation  and  Planning:  Nilliam  Kissell 

Promotion  and  Tenure:  Lax'jrence  Moore 
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REGTSTWlTION 

A  notice  is  sent  annually  to  each  faculty  member  from  the  Dean 
for  Academic  Affairs  giving  the  date  on  which  all  faculty  are  expected 
to  return  to  begin  work  for  the  Fall  semester.  Registration  days  are 
indicated  on  the  academic  calendar.  All  faculty  are  expected  to  be 
available  to  assist  xrLth   the  registration  process.  Division  chairmen 
notify  faculty  members  of  their  specific  duties  at  registration. 


GEAT'^IITION 

The  graduation  of  students  is  one  of  the  most  important  events 
in  the  academic  year.  It  represents  the  recognition  of  a  student's 
achievement .  Because  of  the  significance  of  the  occasion  for  the 
students  and  the  institution,  all  faculty  are  expected  to  attend  the 
graduation  exercises.  Caps  and  gcxms  may  be  rented  in  the  spring  if 
faculty  members  do  not  own  them. 


MEETINGS 

The  noon  hour  on  Wednesdays  is  set  aside  for  the  purpose  of 
holding  any  n\eetin3s  which  inay  be  necessary.  Faculty  meetinss  are 
held  regularly  on  the  second  IJednesday  of  each  month.  An  agenda  is 
circulated  prior  to  the  meeting.  Administrative  meetings  are  held 
each  Monday  morning  in  the  Administration  Building,  Faculty  committee 
meetings  are  called  by  the  chairmen.  These  meetings  are  frequently 
called  for  the  noon  hour  on  Mondays,  I-Jednesdays ,  or  Fridays.  There 
are  occasions,  ho^Tever,  vf.ien   committee  business  and  schedules  necessitate 
meetings  at  other  times.  The  chairmen  atteirpt,  insofar  as  possible, 
to  arrange  times  convenient  for  all  members.  Attendance  at  committee 
meetings,  faculty  meetings,  and  other  meetings  such  as  those  of  a 
division  or  a  department  is  a  prime  responsibility  of  every  faculty 
member. 


PROFSSSIOKAL  TRAVEL 

Attendance  at  and  participation  in  professional  acsociation 
meetings  is  strongly  encouraged  by  the  university.  Funds  are  available 
in  each  division  for  travel  for  all  faculty  members  in  that  division 
vho  are  interested  in  attending  such  meetings.  The  division  chairman 
can  supply  the  faculty  tcensber  vrLth  full  information  regarding  the  funds 
available  for  such  purposes. 


CFrXCE  IIOCRS 

It  is  the  philosophy  of  the  University  of  South  Carolina  at 
Spartanburg  that  faculty  and  administrative  personnel  be  easily 
available  to  students.  Consequently,  every  faculty  member  is  expected 
to  post  and  maintain  office  hours.  A  schedule  of  five  hours  a  weak, 
or  one  hour  each  class  day  shall  be  considered  as  minimally  acceptable, 
All  faculty  members  are  requested  to  submit  copies  of  their  schedules 
to  their  Division  Chairmen. 


TAPvDINESS  -  ABSENCE 

Tardiness  to  class  on  the  part  of  faculty  menibers  is  frowned 
upon  by  the  university.  However,  should  an  emergency  delay  any 
instructor  from  meeting  class  at  the  appointed  hour,  it  has  been 
generally  agreed  that  the  students  are  under  the  obligation  of 
waiting  at  least  ten  minutes  past  the  scheduled  class  time. 

In  the  case  of  illness  or  other  exigency  necessitating  absence 
from  class,  the  faculty  member  should  notify  the  Division  Chairman 
iaartfidiateiy  so  that  arrangements  can  be  made  for  the  class.  The 
Division  Chairmen  are  also  charged  with  filing  monthly  attendance 
reports  for  their  faculty  xri.th  the  Business  Office. 


GPADmTE  STUDY  BY  FULL-TBE  FACULTY  MEMBERS 

The  improvement  of  professional  qualifications  by  faculty  meinbers 
is  encouraged,  Hovrever,  in  order  to  minimize  any  disruption  of  the 
University  of  South  Carolina  at  Spartanburg  schedule  and  related 
activities,  all  plans  for  graduate  study  must  be  presented  each 
semester  to  the  Division  Chairman,  who  will  submit  his  recommendation 
to  the  Dean  for  Academic  Affairs  for  approval.  Final  approval  rests 
with  the  Director. 


STUDEOTS '  RIGHT  OF  PRIVACY  REGARDING  GRADES 

Faculty  members  must  not  post,  as  public  information  on  bulletin 
boards,  office  doors,  or  elsewhere,  any  grade  (daily  quiz,  hour  quiz, 
mid- term  grade,  final  examination,  or  semester  grade)  cf  any  student 
by  name.  Such  practices,  including  associating  a  student's  grades 
with  his  initials,  have  been  determined  by  the  courts  to  constitute 
an  invasion  of  privacy.  Class  grades  may  be  posted  properly  when  the 
grade  of  an  individual  student  on  the  list  is  associated  with  his 
social  security  number  only. 

In  addition,  the  practice  of  leaving  graded  quiz  papers  in- 
discriminately owtside   faculty  offices  or  on  classroom  tables 
could  be  interpreted  as  an  invasion  of  privacy  and  is  therefore 
prohibited. 


THE  RECORDS 

Student  files  are  kept  in  the  Records  Office  and  may  be  used  by 

instructors.  However,  the  files  may  not  be  taken  from  the  office 

area*  Also,  certain  forms  for  use  by  students  are  Icept  in  the 

Records  Office: 

Drop -Add-Extra  Course  Forms  —  for  use  by  students 
dropping  or  adding  courses  prior  to  the  final  date 
sho-.«i  on  the  University  Calendar  and  by  students 
desiring  to  take  eighteen  hours  (3,0  GPR  in 

previous  semester  required) requires  the 

signatures  of  instinictcr  and  faculty  advisor. 

Advance  Standing  Forms  —  for  use  by  students 
placed  in  higher  level  courses  while  exenspting 
courses  at  a  lower  level- --allows  students  to 
receive  hour  credit  for  courses  exempted 
provided  their  performance  was  "C'  or  better 
in  advanced  work. 

Validation  Forms  —  for  use  by  students  to  validate 
courses  by  examination. 


SMERGENGo!  PROCEDURE 

In  case  of  accidant  or  injury  on  campus,  faculty  members  are 
asked  to  notify  the  Student  Affairs  Office  or  tlie  Switchboard 
Operator. 


GRADE  REPORTING 

Glass  rolls  will  be  placed  in  faculty  bo^^es  as  soon  as  received 
from  the  Col'jmbia  campus.  Corrections  must  be  returned  to  the  Records 
Office  on  the  forms  provided.  Also,  the  yellon-x  copy  of  each  class 
roll  must  be  returned  to  the  Records  Office  by  the  date  requested. 

Similarly,  grade  sheets  will  be  placed  in  faculty  bo2ces  as  soon 
as  possible  after  mid-term  for  freslimen  only  and  prior  to  exams  for 
all  students.  Computer  deadlines  require  that  all  grades  be  submitted 
to  the  Records  Office  at  the  time  and  date  designated  for  each  semester. 
Records  personnel  are  responsible  for  hand-carrying  all  grade  sheets  to 
Columbia  in  time  to  meet  these  deadlines. 

In  the  event  a  student  withdraws  conpletely  from  the  University 
after  the  penalty  date,  a  card  \vill  be  sent  to  the  faculty  member  to 
determine  if  the  student  has  earned  U  or  W,  These  cards  are  to 
be  submitted  to  the  Records  Office  for  processing. 

Should  it  be  necessary  to  change  a  grade  due  to  errcr,  this  change 
should  be  reported  to  the  Records  Office.  Ultliaately,  such  requests 
for  grade  changes  are  presented  for  faculty  action.  Koxreve.r,  the 
grade  of  "I"  may  be  changed  to  a  letter  grade  by  use  of  the  Change  of 
Grade  Form  available  in  the  Records  Office. 


VISITHTG  SPEAKERS 

Any  special  convocations  or  other  assemblies  outside  resular 
class  meetings  and  involving  off-campus  speakers  roust  have  the 
approval  of  the  Director  prior  to  the  invitation  of  speakers  or 
performers.  Normally  the  recommendation  should  be  submitted  by  the 
faculty  member  at  least  tr-jo  weeks  in  advance  of  the  desired  date 
to  allow  time  for  reviewing  the  merits  of  the  request  and  for 
schedulins  on  the  university  calendar.  Nothing  is  official  until 
the  event  has  been  cleared  and  added  to  the  calendar  in  the  Office 
of  Student  Affairs.  After  the  event  has  been  scheduled,  the  Dean 
for  Ctudent  Affairs  and  the  Public  Information  Officer  will  assume 
responsibility  for  appropriate  promotion  and  publicity. 
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INSTRUCTIONS  MID  EICPIAmTIONS  OF  FOSMS  AEE  ON  THE  PAGE  OPPOSITE  EACH  FOSl'I. 


TEIfTBCOK  PROCajRSl^NT  FORM 
Tliis  form  is  appropriate  for  ordering  teacts  to  be  used  in 
specific  courses,    it  should  be  filled  in  coii5>letely;  turned  in  to 
the  division  chairman  for  approval;  and,  upon  approval,  ^d-ll  be 
forxjarded  to  the  bookstore.  If  a  desk  copj''  is  needed  by  the 
instructor,  write  "desk  copy"  in  the  left  margin  and  the  secretary 
will  place  the  order.  Should  the  faculty  member  choose,  he  may  obtain 
a  Desk  Copy  Request  Form  from  the  division  secretary  and  place 
the  order  himself.  Textbook  orders  for  Fall  semester  should  be 
placed  by  October  15,  orders  for  Spring  and  Summer  semesters  by 
March  15. 


copies 


TEJ^BOOK  PROCUREMEOT  FORM 
COURSE  NUMBER  ANC  TITLE 


Text  and  course  material  required  for  this  course 
1.  Text  title  

Author  

Edition 


Publisher 
2.  Text  title 

Author  

Edition 


Publisher 
3.  Text  title 

Author  

Edition 


Publisher 
4.  Text  title 
Author 


Edition 


Publisher 


Signature  ©f  Faculty  Member 


Signature  of  Division  Chairman 


Semester,  19 


8-21-75 


DES:.:  COPY  REQUEST  FORM 

ATPI-NACS  policy:  Publishers  and  bookstores  prefer  that 
Instructors  write  directly  to  the  publishers  for  desk  copies. 

Date  

To 


(tiame  of  Publisher) 


(Street)  (City  and  State) 


Gentlemen: 

Your  book  (Please  specify  author,  ccmplete  title  and  edition), 


has  been  adopted  as  a  required  text  in  my  course 


The  course  begins  and  will  have  an  approximate  enrollment 

of  students. 

I  have  not  previously  received  a  sample  or  desk  copy  of  this  book. 

Please  send  me  one. 

l>Tame 


Department 
College 


City  and  State 


Qjail  this  form  directly  to  the  publisher  named.  Use  a  separate  sheet  for 
every  bock  requested  even  though  the  book  is  for  several  instructors 
teaching  the  same  course) . 


This  form  is  provided  for  your  convenience  by  the  American  Textbook 
Publishers  Institute  and  the  National  Association  of  College  Stores. 


ErAlUFATIOH  COPY  KEQUEST 
Should  tlie  instructor  desire  to  examine  a  new  text  for  possible 
adoption,  this  form  may  be  obtained  from  the  division  secretary. 
The  faculty  meniber  may  choose  to  con^slete  it  and  mail  it  himself, 
or  the  secretary  may  do  so  if  the  necessary  Information  is  supplied. 


ETAMIMTIOK  COPY 
REQUEST  FORM 


Date 
PUBLISHER: 


STREET  ADDRESS: 
CITY,  STATE,  ZIP: 


Gentlemen: 

I  would  like  an  examination  copy  of  the  following  book(s) 


for  possible  adoption  as  a  required  text  in  my  course 


This  course  begins  and  will  have  an  approximate 

enrollment  of  students. 

I  have  not  previously  received  a  sample  or  desk  copy  of  this  book. 
Please  send  me  one. 


NAME 


DEPARTMEOT 
COLLEGE 


CITY  AND  STATE_ 
ZIP 


TBAVEL  BEQUEST 
Travel  requests  must  receive  prior  approval  by  the  division 
chairman,  and  be  filed  with  the  division  secretary  before  the  trip. 
The  top  half  is  for  estimated  expenses,  etc.;  the  bottom  half  is 
for  actxial  expenses,  etc.,  and  should  be  filled  in  upon  conviction 
of  the  travel.  All  receipts  for  lodsing  should  be  kept  and  turned 
in  to  the  secretary  immediately  upon  return,  in  order  to  expedite 
reimbursement.  These  fojnns  may  be  obtained  from  the  division 
secretary. 
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F^TOR  VEHICLE  RESEE.VATION 
This  form  should  he  filled  in  and  sent  to  the  business  office 
well  in  advance  of  the  planned  travel  in  order  to  reserve  a  car 
or  van.  The  business  office  xri-ll  send  notification  of  the  approval 
or  denial  of  the  request.  A  credit  card  is  issued  with  each 
vehicle.  Pl^ie^av^-any"ef^ltriiatd  ifse^iptr-^     theitf  In 
to  the  business  office  with  the  card  and  keys  upon  returning. 


use  -  SPARTANBURG  REGIOML  CAMPUS 
MOTOR  VEHICI^  RESERVATION  FORM 

PLEASE  FILL  OUT  ALL  INFORMATION  Oti  THIS  FORM 
AM!  RETURN  TO  raE  BUSINESS  OFFICE  AS  SOOM  AS  F0S8IBLS 


Type  of  Vehicle:   ()  Station  Wagon  ()  Bus  (Maxi-Van)  ()  Sedan 

Requested  By  Department 

Date  Required Ttme  Required 


Date  to  be  Returned Time  to  be  Feturaed_ 

Destination 


Name  of  Drivers 


Does  Driver  Possess  Valid  S,  C.  Driver's  Liceisse?_ 
MuBsber  of  Passengers 


OFFICE  USE  ONLY 


Status  Date 


Coasneats 


DATS 

Le  f  t Re  turned 


TIME 
0»Jit 

a,m," 

MIISAGE 

p^JSt 

Before 

//////" 

u 

In e .  m . 


aiiiRGES  AMOUHT 


TOTAL 


OFFICE  SUPPLIES  FJ2QUEST 
The  supplies  indicated  on  the  form  are  available  from  the 
campus  supply.  They  are  issued  to  each  division  secretary  weekly. 
Check  any  items  needed;  give  the  form,  with  your  name  indicated 
at  the  top  below  the  date,  to  the  division  secretary.  She  will 
obtain  the  supplies  which  may  be  picked  tip  from  her  at  the  division 
office.  These  forms  may  be  obtained  from  the  division  secretary. 


use  AT  SPARTANBURG         Deot: 


OFFICE  SUPPLIES  REQUEST      Requested  By: 

Approved  By:_ 
Checked  By; 


QU,ISTITY    limiSl  co&r EU   COST 

Sookj  Class  Roil 
Ciird,  IsideK  H^ii  ^  a  S 
Card  J  Sndsa  Hetitii  4  a  ^ 
Cessent,  Rubber 
Chalks  Blackboard  Yellow 
Chalk.  Assorted  Colors 
Clesaner.;  Ha^^d  Spirit. 
Clip,  GsBs  (Msdiuas  "  Sseall) 
Bispeaser,  Scotch  Ta^e 
Dispensers  Tape 
Eavelopee,  Clsap  7%  s  10% 
Eiivslopes,  SK  ClSGp  5  x  12 
EnV'3lo|>es,  KK  Clssp  10  s  Ig 
I-iqulfS  Fapei*  Slips  tick 

Fluid,  Correction 
fiildev.   File  Letter 
.  Fold'jr,  Fila  Legal 
Koreetypa 

Label,  Autoaatables  F-35 
llarker,  Magis  (Specify  Ccicr) 
Opener.!  Letter 
pad.  Intra  Office 
Fad,  Yellow  Legal  8%  s  14 
Pad,  Yellow  Rxsled  8|  s  11 
Padj  Scratch  4  s  6 
Pad,  StaE'.p 

Paper,  Carbon  8%  3«  II 
Paper,  Copy  8%  x  11 
'fapar,  Kieieo  l^hits  8%  x  11 
Fans,  Ball  Foiat 
Fsncila 

Fsricil  Marker  (Felt  tip  -  Spsclfy  color) 
Refill  Cslandar 

Rlbbcfij  XBH  Carbon  aad  IBM  Fabric  Black 

Rubber  bands 

SeiesorSj  Shears 

Staples 

Stapler, 

Sfcenciis 

Taps,  Masking 

Tape,  Scotch 

Thitsasr,   Liquid 

oTiiEas  (SPECirf) 


SUB  TOTAL: 
S.C.  TAX; 
TOTAL 


?LEASS  SUBMIT  ALL  REQUEST  IN  DUPLICATE 


REQUEST  FOR  PURCII^SB 
This  form,  approved  by  the  division  chairman,  is  necessary 
before  any  equipment  or  stjpply  order  or  purchases  may  be  made.  It 
should  be  filled  in  as  completely  as  possible  to  aid  the  business 
office  in  making  the  correct  purcliase.  The  form  should  be  turned 
in  to  the  division  chairman  for  his  approval;  he  Td.ll  then  fon^rd 
approved  forms  to  the  business  office.  If  the  items  requested 
are  needed  immediately,  please  write  RUSH  in  red  on  the  form  so 
that  immediate  processing  of  the  request  may  be  accomplished. 


SUGGESTED  SUPPLIER 


UNIVERSITY  OF  SOUTH  CAROLINA 
SPARTANBURG  REGIONAL  CMiPUS 
REQUEST  FOR  PURCHASE 


REQUESTING  DEPARTMEtJt 


DATE 


APFRCVAL 

ISIIIATKD  BY 

DEPT,  HEAD 


FOR  BUSINESS    USiJ  ONLY 
DEPARTt'lENT  FUND  CLASS^ 


FOE.  IHSTSUCTIOHS  SEE  BOTTOM  OF  ^QUEST  FOR  DipCT_EXPEEy;TU^ 


U^UVERSITY  OF  SOUni  CAROLINA- SPARXAJTBURG 

lEQ'JESX  FOR  DIRSGT  EXPEf-miTURE 


Vendor 


Requlsltloim  Dsp&rtnsEnt:  ■ 


Initiated  by__ 
Dapt,  Head___ 

B'jelness  Ifdgr, 


1.  Thia  form  is  to  be  used  for  ell  direct  expenditures,    (i.e.,   local 
purchssss  of  office  supplies,   foo^S  supplies,   educscional  supplies 
for  eraergency  Reeds,  malnt?t5snc®  supplies,    luncheons  and  icotel 
sccoBSBociatior.s  for  special  guests  and  lecturers.- 

2=  All   etper>dltures  awst  be  approved  in  advanca  by  both   the  Departsnent 
Head  and  th@  Business  lianager. 

3o  Suhsait  request-,  with  ©11  packing  or  receiving  silpa  attached,  to  the 
Business  Office  nofc  later  than  the  n&rx  working  day«  ■ 

4.  Vendor  sraist  hs^  notified  to  ssTid   Invoices   to  -  Business  Office 

USC-Spartanburg 
.      .  Spartanburg,  S.  C.     29303 


FIIII  EEQUHST  FOEli 
Films  are  available  from  nany  sources  for  use  in  the  classroom, 
Beclcy  Patterson,  who  is  responsible  for  audio-visual  aids  and 
materials,  lias  catalogs  in  her  office  listing  films  available  from 
use  and  many  other  sources.  Duplicate  catalogs  are  also  available  at 
the  Rodeway  in  the  audio-visual  room  and  in  the  Administration  Building 
in  the  main  office.  This  form  should  be  filled  in  coiripletely,  given  to 
the  division  chairman  for  approval,  and  he  will  forward  approved  forms 
to  Ms.  Patterson  for  ordering.  These  forms  may  T>e  obtalne.d  from  Ms. 
Patterson  or  any  division  secretary. 


AUDIOVISUAL  SERVICES  AVAILABLE  TO  USC-S  FACULTY 

AUDIOVISUALS  IS  A  SIIWICL  DHPAKHEtTr  TO  ALL  FACULTY  AID  STUDDvTTS. 
^»ST  S.EKVICES  ORIGniATE  FRO!!  TIE  COORDn^TOR'S  OFFICE  -  HC243.     THE 
DEPAR3JMEOT  IS  STAFFED  BY  iiCCKY  PATTERGOU,   COORDniATOR:   JAIE  3RM)LEY, 
SECRETARY:  AIO  VARIOUS  STUDEtW  ASSIST^^JTS. 

THE  AUDIOVISUAL  DEPART! lEI^T  OFFERS  THESE  SERVICES; 

COWSULTATIOM  OU  HOW  i'iEDIA  CAIJ  BE  L^aPLEfMNTilD  IN  THE  CLASSROa-i,   I.E. 
WHIOi  RESOURCES  ARE  BEST  rUR  SFEXZIFIC  'iMEEDS:   HUJ  TO  STREL^GTHEIm'  STUDEiNiT 
RETEl^•Ia^I  IJITH  VISUALS:   HOT  TO  USE  RESOURCES  AS  EifEEGRAL  PARIS  OF  lEAaiTiMG 
-  lOT  "AIDS". 

ASSISTANCE  AND/OR  CONSULTATION  I3:>I  PREPARHrc  LEARNING  PACKAGES  FOR 
SPECIALIZED  USES. 

CMADOGS  ARE  AVAILABLE  FOR  SELECTim  OF  FlU'iS,  TAPES,  ETC.  TO  BE  REIJTED 
OR  PURGIASED.     ALL  FTTIl  RENTALS,   FREE  OR  OTHERt'JISE  ARE  HALOLED  THROUGH  TEIIS 
DEPAETEIEIvIT.     SEE  ElnICLOSED  FORI-i. 

AUDIOVISUAL  EQUIPl]EI<?r  IS  liAEnAIKISD  IN  EACH  BUILDING.     CHECKOUT  OF 
EQUIPi^aiW  IS  AVAILABLE  IiJ  A202,   HC243,   R103. 

AWilLABLE  EQUIPIQMT: 

161M  PROJECTOR  PH01«X5RAPH 

8M-1  LOOP  PROJECTOR  FinSTPO:?  PROJECTOR 

8iM  STA^dAI'D/SUPER  PROJECTOR  SOUID/FIUiSTRIP  PROJECTOR 

REEL  TO  REEL  AUDIO  TAPE  RECORDER  35I-fl  SLIDE  PROJECTOR  (KODAK  CAROUSEL) 

CASSLTIE  AUDIO  TiWE  RECORDER  LATERI-J  SLIDE  PROJECTOR 

CASSETTE  AUIDIO  TAPE  PLAYER  REEL  TO  REEL  E£iU  VIDEO  TAPE  RECORDER 

OVERHEAD  PROJECTOR  »J/CAIIERA 

OPAQUE  PROJECTOR  3/4"  COLOR  CASSETTE  VIDEO  P.BOORDER- 

PORTABLE  REEL  TO  REEL  B&II  VIDEO  HO  COLOR  CAJIERA 
TAPE  RECOPvDER  U/CAIIERA 

DEL^DNSTRATION  li:^'  USE  AND  OPERATION  OF  EQUIPIENT  IS  AVAILABLE  ANY  THE. 

THESE  TYPES  OF  AUDIOVISUAL  PRODUCTION  ARE  AVAILABLE  ON  REQUEST: 

DRY  IDUKTniG  SIGN-tlAKQIG 

351'^  SLIDES  DARIOODM  SERVICES 

-LCTIERTNG (TITLES,  TABLES,  GRAPHS,  -B&U  PRINTS 

ETC.)  -COLOR  SLIDES 

-COPY  IJOiaC  8I-M  FILMH^G 

-DLTLICATIWG  VIDEO  TAPING 

-DIASO  AUDIO  TAPE  DUPLICATraG 

OVERIiEAD  TRAixISPARENCIES  GEiqERAL  GRAPHICS 

-TinM'lAL  LAtmiATrNG 

-DIAZO 

-COLOR  LIFT 


FILI4  REQUEST  FORI! 
UNIVERSITY  OF  SOUTH  CAROLINA 
AT  SPARTMJBURG 


ORDER  FROM 


FILiI  LIBRARY. 


REQUESTED  BY 


DATE 


APPROVAL  OF  DEPARTMENT  HEAD 


DATE 


CAT.  NO. 


TITLE 


CHOICE  OF  DATES 
1st       2nd 


DO  NOT 
SEND  AFTER! 


DO  NOT  USE 
THIS  COLUMN 


English  TJriting  Laboratory 

The  Enslish  Uriting  Laboratory  is  designed  to  serve  those  students 
who  have  already  con?)leted  freshman  English  programs,  but  vjho  need 
further  assistance  and  instruction  to  in^jrove  their  writing  skills. 
Students  may  receive  assistance  in  the  laboratory  by  being  referred 
by  an  instructor  in  one  of  their  courses,  or  they  may  come  to  the 
laboratory  and  request  assistance  themselves. 

Students  in  the  Writing  Laboratory  tTill  be  tested  with  the 
I'lissouri  English  Test  and  iTith  a  writing  sample  designed  by  the 
English  department.  The  student's  particular  needs  will  be  diagnosed 
by  using  the  above  combination  of  testing  instruments  and  by  the  problem 
areas  indicated  on  the  referral  sheet.  TJhen  the  student's  needs 
are  assessed,  he  will  receive  individual  instruction  from  a  full-time 
member  of  the  English  department.  Upon  achieving  competence  in  his 
writing  skills,  the  student  vrLll  be  certified  by  his  primary  laboratory 
instructor  and  by  one  other  English  instructor.  One  copy  of  his 
certification  and  referral  sheet  will  be  sent  to  the  referring  faculty 
member,  one  will  be  given  to  the  student,  and  one  will  be  kept  on 
file  in  the  English  Writing  Laboratory, 

A  student  may  be  referred  to  the  x^iting  laboratory  during  a 
course  or  at  tlie  end  of  the  course.  If  referral  is  made  at  the  end 
of  the  course  or  if  the  student  has  not  achieved  cOTi5)etency  by  the  end 
of  the  semester  in  which  he  was  referred,  he  will  receive  an  Incomplete 
(  I  )  from  the  referring  instructor  which  tTill  be  changed  to  a  specific 
grade  upon  certification  of  the  student's  cosmpetency, 

A  copy  of  the  referral  form  is  included  in  the  sample  forms  in 
section  5  of  the  faculty  Iiandbook,  Additional  forms  may  be  obtained 
from  any  division  secretary  or  from  the  secretary  for  the  Division  of 


i 


Fine  Arts,  Languages,  and  Literature. 

The  hours  of  the  English  Writing  Laboratory  and  the  staffing 
faculty  may  be  found  in  the  English  section  of  the  master  schedule. 


EE?3PJ?vAL  TO  SKGLISH  T-JRITIHG  lAB 
This  form  should  be  used  to  refer  a  student  who  is  deficient 
in  iTTitins  slcills  to  the  Enslish  Writing  Lab,     Please  conplete  as 
fully  as  possible,     A  cosiqDlete  explanation  of  fclie  \7riting  lab  is 
included  in  the  faculty  handbcolc  on  the  following  page.     These  forms 
may  be  obtained  from  any  division  secretarjr. 


Referral  to  English  Writing  Lab 

Student's  Name:       

Course  Referred  From:  ____^ 

Referring  Instructor:  

Date:  

Writing  Problems 

{  i    1.  Spelling 


J    2,  Sentence  Problems  I  (such  as  punctuation  errors,  capitalization 
errors,  comma  splice,  sentence  fragments  and  run-on  sentences) 


3.  Sentence  Problems  II  (such  as  subject-verb  non-agreement  and 
pronoun-noun  non-agreement) 


J    4.  Paragraph  Problems  (such  as  organization  and  development) 


_[    5.  Term  Paper  (development,  documentation  and  organization) 


J    6.  Essay  and/or  Essay  Tests  (such  as  statement  of  topic, 
organization,  and  support) 


7.  Other:  Please  Cotiment 


TO  BE  FILLED  IN  BY  LABORATORY  PERSONNEL 
This  student  has  achieved  competency  in  the  above  areas. 

Date: 

First  Instructor: 

Second  Instructor: 


NOTES 


k 


